Password Self Service Setup Instructions —

If available, click on the “Password Self Service” desktop shortcut...or enter https://dcpasswordss.co.door.wi.us on the
address line of a web browser session (i.e.: Internet Explorer).
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Forgot My Password

Forgot Your Password? Set a New One Here

1.) Select My Account

Unlock My Account

If You s Locked Unlock it Here

»
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2.) Enter your network user name 1 it
followed by ‘@co.door.wi.us’
and then your
network password.
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You will now be guided through setting up your account so you may perform various self service actions, such as Password
Resets.

The list below shows the steps where we need details from you

. Incomplete Answer Your Personal Questions
3.) Click on Next :

W Show steps that are already completed
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This wizard walks you through the steps required to configure your account for our self service account features.
User Setup

Answer Your Personal Questions. You can create your own personal questions in the dashboard once this wizard is
complete and your account is setup.

. Wh born?

4.) You will need to answer 5 of the 7 e
personal questions ||sted' and no What is your favourite TV show?
tWO (2) answers can be allke _ C||Ck Next What was your first telephone number?

What was your first pets name?
Where was your first school?
Who was your favorite teacher?

In what city or town does your nearest sibling live?

WShow answers on screen

This wizard walks you through the steps required to configure your account for our self servics account features.

The following is a summary of all changes that will be made. If any steps are not yet complete. please go back and provide
the request details. Click on Finishto apply the new details.

5.) The process will show Now Complete — _
A .. Now Complete Answer Your Personal Questions
Click Finish

User Setup

6.) User setup will be marked as Completed - i.% Completed
Click Close

v Account now setup

You will receive an email stating that your self service profile is complete.
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Instructions to Unlock an Account —

If available, click on the “Password Self Service” desktop shortcut...or enter https://dcpasswordss.co.door.wi.us on the
address line of a web browser session (i.e.: Internet Explorer).

1.) Select Unlock My Account
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Account Unlock

Unlock

2.) Enter your User Name (with the

‘@co.door.wi.us’) — Click Next

To be able to unlock your account, your user account name is required. Please type it in below.
User Name:

cwelch x

iy :
2§ Nervepoint

County of Door n

assword Reset

o Y eset the passwerd on your Active Directory account
3.) You will be prompted to answer 2 of

You must now provide correct answers to all 2 of the following questions.
your security questions — Click Next

B Show answers on screen

@ In what city or town does your nearest sibling live?
sssssssssses

® What was your first pets name?
eseee

Unlocking Account

E:E Completed
4.) The screen will display that is has completed -
Click Close

© Account unlocked

@ Synchronized account for cwelch on Directory PasswordSelfService
© Emailing account unlock confirmation

v Account unlock completed successfully

You will receive an email stating your account has been unlocked.
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Instructions for Changing a Password -

If available, click on the “Password Self Service” desktop shortcut...or enter https://dcpasswordss.co.door.wi.us on the
address line of a web browser session (i.e.: Internet Explorer).

1.) Select Forgot My Password
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¢ Nervepoint

2.) Enter your User Name (with the
‘@co.door.wi.us’) — Click Next

County of Door n

Enter Your User Name
To be able to reset your passw
User Name:

ord, your user account name is required. Please type it in below

Hkuntz@co.doorwis x

[ Next> | cancet |
;{{ Ner\/epf:)"'ﬂ County of Door n
3.) You will be prompted to answer 2 of ot
your security questions — Click Next s

Password Reset

Reset the password on your Active Directory account

Answer Your Personal Questions

‘You must now provide correct answers to all 2 of the following questions.
M Show answers on screen

@ In what city or town doss your nearest sibling live?
esecccssssee

@ VWhat was your first pets name?
ss0ee
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4.) Enter your new password, following _ Password Reset

your Active Direclc

the network password minimum
requirements; then confirm the
password — Click Finish

Resetting Password Show detailed p
5.) The screen will display that is has completed - 5.5 Completed
Cllck Close ® Primary password for ppan on Directory PasswordSelfService reset

@ New credentials applied for ppan on Directory PasswordSelfService
! No email address configured for your account No confirmation will be
sent.

« Password reset completed successfully

You will receive an email stating your password has been changed.
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Instructions to Update Your Questions/Answers —

If available, click on the “Password Self Service” desktop shortcut...or enter https://dcpasswordss.co.door.wi.us on the
address line of a web browser session (i.e.: Internet Explorer).

1.) Select My Account
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2.) Enter your network user name - UserPortalLogin
followed by ‘@co.door.wi.us’
and then your
network password.

User Name:

cwelch@co.door.wius

Password
e ee I‘l -
0 N i :
3 lervepoint oy -]

County of Door

Dashboard  Change Password  ContactDetsils | Your Answers

3.) From the Dashboard page, click on the
“Your Answers” tab. You can delete

.. The answers to sach must be between 4 and 255 characters inlength.
or update the answer(s). A minimum of 5

guestions & answers must be maintained. —

Your Answers

Your Answers Ir Password, u

CIICk Save Select a Question Enter a Question
Add
Your Answers.
B Show the answers on screen
Where were you bom? What is your favorite maovie
Delete ssssssssssssssssssnss
. Delste
4.) Once the save process has been completed, . —
click on the “Sign out...” link in the upper o Do
r/ght corner. nwhat city or town doss your nearest sibling
sssssssssssssssssssssssnssns Delete
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